HipaLco County
Personnel Adjustment Request Form

DEPARTMENT NAME/NUMBER: CRIMINAL DISTRICT ATTORNEY (080-002) DATE: 10/5/2015
DA INVESTIGATION HB65 (080-007)
CURRENT POSITION TITLE: ADMINISTRATIVE ASSISTANT III CURRENT SLOT #: 0068 (080-002)
0041 (080-007)
REQUESTED POSITION TITLE: ADMINISTRATIVE ASSISTANT 1
REQUEST FOR:

‘:] New Position I:l Temporary Position Position Reclassification* D Other

* Civil Service Positions are submitted to the Civil Service Commission.

POSITION SALARY REQUEST:

Salary Amount: (080-002)

$ 32,113.00 $ 32,000.00 $ (113.00)
Current Budgeted Salary Proposed Budgeted Salary Net Change
Salary Amount: (080-007)
$ 6,246.00 % 0.00 $ (6,246.00)
Current Budgeted Salary Proposed Budgeted Salary Net Change

Position to be funded from one of the following:

Current Department Budget D Annual Budget Cycle I:l Will Require Additional Funds
[] other

POSITION Type:

Full Time Employee Part Time Employee

Object 113 Object 114 Enter hourly rate for temp. positions

Full Time Employee Temporary |:| Part Time Temporary |:| $

Object 121 Object 122 Hourly Rate “2,080 hrs. per year = Annual Salary
TEMPORARY POSITIONS: N/A
Start Date End Date Working Days & Hours Hours Per Week Duration (2 weeks, 3 months, etc.)
CIVIL SERVICE: FLSA:
Exempt Exempt |:|
Non-Exempt (] Non-Exempt

WA O

JUSTIFICATION/PRIORITY: (Explain why this position or adjustment request is essential)

UPON ANALYZING THE POSITIONS OF THE DEPARTMENT, THE DA HAS IDENTIFIED VARIOUS POSITIONS IN WHICH THE SALARY IS NOT

COMPARABLE WITH OTHER ADMINSTRATIVE ASSISTANT I POSITIONS WITHIN THE OFFICE. THIS SALARY DECREASE IS NECESSARY TO




FOR THE CREATION OF A NEW ADMINISTRATIVE ASSISTANT I POSITION AND HAVE PARITY BETWEEN MOST POSITIONS.

NEW POSITION: Brief job description and attach a copy of the new job description.

POSITION RECLASSIFICATION: Explain change and/or increase in duties and responsibility. (Attach new job description)

COMMENTS: (Any comments you wish to make regarding this request)

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

10/5/15 FUNDING AVAILABLE 1N DEPT. BUDGET YES |:| NO

Date
w PERSONNEL PROCEDURES COMPLETED @ES D NO

ate
!! !““!lj Jf BUDGET PROCEDURES COMPLETED ZYES D NO

Date

COMMISSIONERS' COURT APPROVAL Date

HIDALGOD COUNTY Persannel Adjustment Reguest Form

M 2007-001 Rewvised: 8/7/2007



HipaLco County
Personnel Adjustment Request Form

DEPARTMENT NAME/NUMBER: CRIMINAL DISTRICT ATTORNEY (080-002) DATE: 10/5/2015 e ¢
DA INVESTIGATION HB65 (080-007) ’8/47 qgjo
(.I-‘V - 0\)
CURRENT POSITION TITLE: ADMINISTRATIVE ASSISTANT 1 CURRENT SLOT #: 0082 (080-002) RES
0086 (080-007)
REQUESTED POSITION TITLE: N/A
REQUEST FOR:
D New Position [:] Temporary Position |:| Position Reclassification* Other DELETION OF POSITION
* Civil Service Positions are submitted to the Civil Service Commission.
POSITION SALARY REQUEST:
Salary Amount: (080-002)
$ 22,303.00 $ 0.00 s (22,303.00)
Current Budgeted Salary Proposed Budgeted Salary Net Change
Salary Amount: (080-007)
$ 1,697.00 $ 0.00 $ (1,697.00)
Current Budgeted Salary Proposed Budgeted Salary Net Change
Position to be funded from one of the following:
Current Department Budget |:| Annual Budget Cycle |:| Will Require Additional Funds
[] other
POSITION Type:
Full Time Employee Part Time Employee
Object 113 Object 114 Enter hourly rate for temp. positions
Full Time Employee Temporary |:| Part Time Temporary |:| $
Object 121 Object 122 Hourly Rate "2,080 hrs. per year = Annual Salary
TEMPORARY POSITIONS: N/A
Start Date End Date Working Days & Hours Hours Per Week Duration (2 weeks, 3 months, etc.)
CIVIL SERVICE: FLSA:
Exempt Exempt |:|
Non-Exempt D Non-Exempt

A O

JUSTIFICATION/PRIORITY: (Explain why this position or adjustment request is essential)

DELETE POSITION TO CREATE AN ADMINISTRATIVE ASSISTANT I POSITION WITH A SALARY THAT IS COMPARABLE WITH THE SALARIES

OF OTHER ADMINISTRATIVE ASSISTANT 1 POSITIONS.




NEW POSITION: Brief job description and attach a copy of the new job description.

POSITION RECLASSIFICATION: Explain change and/or increase in duties and responsibility. (Attach new job description)

COMMENTS: (Any comments you wish to make regarding this request)

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

W ¥ .}
( ( ] ,
. [Q,GLJ—L(;Q%/ A /T 10/5/15 FUNDING AVAILABLE IN DEPT, BUDGET
Lodmaepfero CJ M ’ Dat
/’
2 é, /é.:‘) / //ﬁ/s PERSONNEL PROCEDURES COMPLETED
: b -

HUMAN URCES DIRECTOR Date

]0' lq 'I BlrSUDGE’ PROCEDURES COMPLETED

1ENT OF iéﬁﬁ‘d-b'\rmGEHEraT Date

YES

COMMISSIONERS' COURT APPROVAL Date

HIDALGO COUNTY

DBM 2007-001

Revised: 8/7/2007



HipaLco County
Personnel Adjustment Request Form

DEPARTMENT NAME/NUMBER: CRIMINAL DISTRICT ATTORNEY (080-002) DATE: 10/5/2015
DA INVESTIGATION HB65 (080-007)
121
CURRENT POSITION TITLE: N/A CURRENT SLOT #:  ©428-(080-002)
0139 (080-007)
REQUESTED POSITION TITLE: ADMINISTRATIVE ASSISTANT [
REQUEST FOR:

New Pesition D Temporary Position D Position Reclassification* D Other

* Civil Service Positions are submitted to the Civil Service Commissicn,

POSITION SALARY REQUEST:

Salary Amount: (080-002)

$ 0.00 $ 22,416.00 $ 22,416.00
Current Budgeted Salary Proposed Budgeted Salary Net Change
Salary Amount: (080-007)
$ 0.00 $ 7,584.00 $ 7,584.00
Current Budgeted Salary Proposed Budgeted Salary Net Change

Position to be funded from one of the following:

Current Department Budget |___| Annual Budget Cycle I:| Will Require Additional Funds
D Other

POSITION Type:

Full Time Employee Part Time Employee

Object 113 Object 114 Enter hourly rate for temp. positions

Full Time Employee Temporary D Part Time Temporary |:| $

Object 121 Object 122 Hourly Rate "2,080 hrs. per year = Annual Salary
TEMPORARY POSITIONS: N/A
Start Date End Date Working Days & Hours Hours Per Week Duration (2 weeks, 3 months, etc.)
CIVIL SERVICE: FLSA:
Exempt Exempt [ ]
Non-Exempt |:’ Nen-Exempt

N/A ]

JUSTIFICATION/PRIORITY: (Explain why this position or adjustment request is essential)

UPON ANALYZING THE POSITIONS OF THE DEPARTMENT, THE DA HAS IDENTIFIED VARIOUS POSITIONS IN WHICH THE SALARY IS NOT

COMPARABLE WITH OTHER ADMINSTRATIVE ASSISTANT I POSITIONS.

Personnel Adjustment Request Form

DBM 2007-001 Revised: 8/7/300



NEW POSITION: Brief job description and attach a copy of the new job descripticn.

POSITION RECLASSIFICATION: Explain change and/or increase in duties and responsibility. (Attach new job description)

COMMENTS: (Any comments you wish to make regarding this request)

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

FUNDING AVAILABLE IN DEPT. BUDGET YES D NO

PERSONNEL PROCEDURES COMPLETED YES |:| HNO

]0'! b t] Yy 0 BUDGET PROCEDURES COMPLETED E/‘rﬁs D NO
MENT OF BUL{E})MHAGEHEHT Date

COMMISSIONERS' CCURT APPROVAL Date




HIDALGO COUNTY DISTRICT ATTORNEY'S OFFICE

_ADMINISTRATIVE ASSISTANT |

V‘IK Y " i . ,« o
el b R R
GENERAL DESCRIPTION /,',A;w'*"‘"'""‘““”'““""'~~-~s,:‘* T
SR o7 e SN,

Employee perfon'ns entry-level administrative support or techmcal program work. Work
involves- dlssemlnagng mformatlon maintaining filing. systems and performrng internal
admrnrlstratrve support work. (Employee works under-close | supervrsron with mrnimal

NP TR

Iatrtude for the use of« tmtlative and lndependent judgment

EXAMPLES OF woRK PERFORMED f'ffi::r» L e
SRR ~ B L o

Prepares edrts and dlstnbutes correspondence reports forms and documents

Assrsts in compll J statlstlcal data and preparing varlous chart ’“,";_grajbhs, and W,f..ifténr
surnmarles . c-\\ Q- x’.’~‘: P S e

\ e, \ \." { 4
May recerve and revrew forms

3 L“ j :t >Vk 5 V_ o '.“\

May mterpret and e<<plam rules;. regulations,w

~. / ot

May review appllcatrons for agency services to nsure forms are frIled out completely

I _‘

and accurately .~ L

.

May review and'route mail

May provide assrstance answerrng phone ~ca|ls.. routmg mcomrng calls, taking
messages, greeting visitors,-and drrectrng them to the@pproprrate staff

Performs related work as assigned

GENERAL QUALIFICATION GUIDELINES

Experience and Education

Experience in clerical work or administrative support work

Graduation from a high school or equivalent (GED)

m
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Knowledge, Skills, and Abilities

Knowledge of office practices and admumsjtratrve procedures
S G

P
Skill in the use of standardrofﬁce eqmpment and software

P K P
v P ) . O
L § ¥V L.

Ability to communlcat% effectlvely i "

e, L R b
s e, . PR
Py ey,

o B . e 7y

PHYSICAUDEMANDS.V e T - 3\,

T ) rd ~. ¢ »
The physucal demands descnbed here are representatlve of ihose that must be met by
an employee to suc" essfully p’erformxfhe essent\al functlons of thls jOb . "ﬂfff'\ o

A

. e
Fa =, ,( ; :_,» e § P

While! perfo mlng the, dutles of thlsuob the employee lS regularly requured to- talk or
hedr. “The. .emplo ee\f equently s requrred to stand The employee is- occasnonally
re,quired‘to w'alk;»’ sit',\-_

The employee rnus "pccasuonally lift and/or move over: ‘25 pounds Specuf ic v’smn
abjlities requiréd -by this
adjust focus L L

WORK ENVlRouM

I

l

The work envrronment oharactenstlcs described here ; ,are rej resentatlve of those an
employee enc unteruwhrle,performlng the essential funJctio/ns of thns jo? -

. ’-

SAFETY REQUIREMENTS
Maintain physrcal condltlons approprlate to the performance of assugned duties and
responsibilities' whlch may mclude the followmg

‘.,J

e sitting for extended perrods of time \ ) !f;-. R
« operating assigned equlpment i s e

w ’ L7 {Q,)' L

Maintain mental capacity which permits:

e making sound decisions and using good judgment
o demonstrating intellectual capabilities

Effectively handle a work environment and conditions which involve:

e working closely with others
¢ working in a multi-task environment

m
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Maintain effective audio-visual discrimination and perception needed for:

making observations
reading and writng -+, 0 V-
operating assngned(gqU|pment
communication; }h‘others

required to follov?*th

safety regl.ﬂanon\s e

e
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